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Chapter 12 Change History

Version Date Description Change By
1 9/26/2007 Initial Online Versions and updates Travis Klein
1.1 10/18/2005 Formatting Changes and Updates Travis Klein, Sonya
Ransome
2 4/23/2007 Major Formatting Changes and updates as required Travis Klein
2.01 6/27/2007 Continued formatting changes and updates Travis Klein
2.02 2/29/2008 Minor reference modifications Travis Klein
2.1 6/27/2008 DBE date display clarifications Travis Klein
2.2 Updated for DBE Reporting Functionality (Release Ver. Mei Sum Lee('Yvonne)
11/05/2010 5.0)

* Note: previous versions of the online User Guide may have been updated as needed without consistent versioning. Some previous change versions may be omitted or estimated. Versioning shall be
consistent henceforth.
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Civil Rights

Overview

This chapter will cover the DBE Reporting under Civil Rights in TEAM-Web.

The guide will instruct grantee/recipient users on how to initiate and edit a DBE report for the period Semiannual (standard) as well as
quarterly (ARRA) reporting periods.

This chapter will instruct regional, HQ and Oversight users on how to review a DBE report for the period Semiannual (standard) as
well as quarterly (ARRA) reporting periods.

Recipient Privileges

DBE Reporting

1. To access the feature links that will allow a user to initiate a new or view an existing DBE Reporting, click on the “+” sign
next to DBE Reporting to extend the submenu list (see Figure 1).

e e 3 Recipient Query Results &

® Recipients

@ Applications Recipient City State  CostCenter
® Execution

& Project Management 1725 ALASKA DEPARTMENT OF TRANSPORTATION JUNEAU AK T9000

@ Funding Adjustments AND PUBLIC FACILITIES

= Cmil Rights
E DBE Reporting

Recipient Details
= New

B Existing Recipient ID: 1725 |
@ TEAM Administration Recipient Name: | ALASKA DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
@ Dynamic Query Address: 3132 CHANNEL DRIVE
@ Charter Registration
@ Static Reporis |P.0. Box 112500
® TEAM Documentation ‘=
= ARRA Reporting: 1201

& Help Desk Information | JUNEAL Ak | lesson |- [zs00
& Exit Phone: 907-465-2383 | Ext (00000 |  Fax: |907-465-6984 '
Internet Address: | www dot state ak us

Figure 1

Chapter 12 Page: 4



TEAM-Web User Guide

New

Print Date: 11/5/2010

1. To initiate a new DBE report, click on “New” and the Add DBE Uniform Report window will display to the right of the

Navigational Menu (see Figure 2).
2. Fiscal Year Field is auto-populated.

Main Menu - (Home)
Recipien
Applications
Execution
Project Management
Funding Adjustments
B Civil Rights

Bl DBE Reporting

=] New

[ Existing

TEAM Administration
Dynamic Query
Charter Registration
Static Reports
TEAM Documentation
ARRA Reporting: 1201
[ Help Desk Information

[=1 Exit

<

Add DBE Uniform Report

* = Required, all fields are required except Grant Number
Recipient: 1514-LOUISIANA BUS Status: * | pew/Draft ~

Fiscal Year: * |2q1p v

Grant Humber({s}:
[separated by commas)

Reporting Period: * |Semiannua|: Report due Dec

Annual DBE Goal(s):

Race Conscious Goal: * % Race Neutral Goal: * % Overall Goal:
Awards/Committments Made During This Reporting Period:
A, Total B. Total C. Total to D. Total to E. Total to F. Total to G. Total to H. Tot
Dollars Humber DBEs DBEs DBEs/Race DBEs/Race DBEs/Race  DBEs/
[dollars) [number} Conscious Conscious Neutral New
dollars) [numbser) [dollars) [num
8. Prime 50 0
B.pime * | | : | | 4 |
Awarded
This Period:
g9, 50 0
Subcontracts | | : | s |
Awarded/
Committed
This Period:

DBE Awards/Commitments This Reporting Period
Breakdown By Ethnicity & Gender:

4 BRlark B Hisnanir ™ Mative N Suheont F Asian. F Nnn. G Dther
I

I
[

Figure 2
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The three “Annual DBE Goal(s)” data elements are auto populated with the information entered in the Civil Rights Status
feature.

The “Status” drop-down field displays the status of this report. If starting to enter data, choose “New/Draft”, if ready to
submit, choose “Ready for Regional Review” (see Figure 3).

Main Menu - (Home)

Add DBE Uniform Report
Recipients

Applications
Execution

*= Required, all fields are required except Grant Number
ant: 1114-WINSTOMN-SALEM CITY OF

Status: * | _Sglect—
roject Management
Funding Adjustments an ¢ | 2011 " Reporting Period: = --Selct--
B Civil Rights Mew/Draft

El DBE Reporting

Ready for Regional Review
=1 New

[ Existing

Figure 3

5. The “Reporting Period” drop-down field displays the type of report with the corresponding reporting period (see Figure 4).

Main Menu - (Home)

Recipients

Applications
Execution

Add DBE Uniform Report

"= Required, all fields are required except Grant Number
ant: 1114-WINSTON-SALEM CITY OF

. Status: * |——Se|ec:1—— v
Project Management
Funding Adjustments @A 201 w Reporting Period: * | _gglact— ~
B Cl Rights (s}
: sk
EI DBE Reporting nas) Semiannual: Report due June 1
[ New Semiannual: Report due Dec. 1
_ Quarterly (ARRA)
[= Existing

TEAM Administration

Figure 4
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6. If Quarterly (ARRA) is selected, another drop-down field with the 4 different quarters (1%, 2", 3, 4™ will be available to
choose from (see Figure 5).

Add DBE Uniform Report

Main Menu - (Home)
Recipients

Applications
Execution

Project Management
Funding Adjustments

= Civil Rights
B DBE Reporting
=] Mew

[ Existing

TEAM Administration

Gl [ hvpan ati

* = Required, all fields are required except Grant Number

1114-WINSTOM-SALEM CITY OF Status: * |—Se|ect— v|
2ot - Reporting Period: * | Quarterly (ARRA) v/
Quarer -

—Select—

6

Figure 5

7. All fields are required except for the Grant Number or any auto-populated fields.
8. Ifany field is left blank or filled with non-numeric data, a message with red font will display on top of the screen when saving
the report. Please follow the instructions and make corrections accordingly (see Figure 6).

Main Menu - (Home)
Recipients
Applications
Execution
Project Management
Funding Adjustments
= Cwil Rights

Bl DBE Reporting

1 Mew

[ Existing

TEAM Administration

Dynamic Query
Charter Registration

Static Reports

TEAM Documentation

Add DBE Uniform Report
The following is required:

» 120. Race Conscious: Total DBE Participation (dollars)
+ 13D. Race Neutral: Total DBE Participation (dollars)
*= Required, all fields are required except Grant Humber

Status: = |Newaraﬂ V|

Recipient: 1514-LOUISIAMA BUS

Fiscal Year: * | 219 w

arant Number(s):
eparated by commas)

Reporting Period: * |Semiannua|: Report due June 1 V|

1al DBE Goal(s):
Figure 6
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v 9. When saving the report, if there is an existing report within the same reporting period, a message will display (see Figure 7).

Windows Iniernet Explorer ['5_(|

L] E DBE repott Far the specified perind aleardy exisks!
L]

Figure 7

10. When saving the report, if the desired report does not falling within the current reporting period, a message with red font will
display on top of the screen (see Figure 8).

Main Menu - (Home) Add DBE Uniform Report
Recipients ¢ - o
[ Applications The following is required:
Execution ) )
Project Management + You can submit only for the current Period
Funding Adjustments * = Required, all fields are required except Grant Number
= Civil Rights .
_ lecipient: 1114-WINSTOMN-SALEM CITY OF Status: * /|
El DBE Reporting ' New/Draft v|
= New cal Year: * | 2011 v Reporting Period: * |Semiannua|: Report due Dec. 1 + >

W commas)

[ Existing imber(s): ‘
Figure 8

11. When all information is entered and ready to submit, change status to “Ready for Regional Review”.
12. When all information is entered but not ready to submit, save and keep status as “New/Draft”.

Existing

1. When updating/revising or browsing for an existing DBE report, click on the “Existing” option on Navigational Menu to
trigger the DBE Uniform Report Search screen (see Figure 9).
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Main Menu - (Home) DBE Uniform Report Search
Recipients
Applications

Execution Fiscal Year:
Project Management 2011 1+

Recipient: | Al

Funding Adjustments Status: | Al v|
= Civil Rights . .
B DBE Reporting Reporting Period: | _ |- v
e Report Last Updated Date [ | 7 W
_ From:
= Existing
Submit
= TEAM Administration °- @e
Figure 9

2. Query for the desired DBE report by clicking through the drop-downs in the appropriate query parameters and clicking on the
“Submit” button.

3. To start over or edit the search, click the “Reset” button and the search page will get refresh to its original state.

4. After submitting the appropriate query parameters, the application displays the query results. To view/edit the report, click on
the magnifying glass icon under the “Functions” column (see Figure 10).

. DBE Uniform Report $sarch Results
Main Menu - (Home) P

Recipients 60 Records found satisfying the criteria
Applications Criteria: None Selected
Execution
PrCleCt Manag&m&nt Raciplant Flscal Yaar Typs Status Last Updatsd Date  Last Updatsd By Functions
Funding Adjustments LOUISIANABUS 2011 Semiannual: Report due June 1 New/Draft 11/5/2010 DBERECREG "]
Civil Rights
& vl Righ . BOYCE TWHN 2011 Semiannual: Report due June 1 Ready for Regional Review 11/5/2010 DBERECREG @
Bl DBE Reporting
= Mew CCC DI 2011 Semiannual: Report due June 1 Ready for Regional Review 11/5/2010 DBERECREG E 4
[ Existing SAM ANTOMIO MTA 2009 Semiannual: Report due June 1 Approved 8124/2010  Randelle Ripton  [&]
TEAM Administration JEFFERSOMN PCL 2010  Semiannual: Report due June 1 Approved 10M13/2010 Randelle Ripton @
Dynamic Query AMARILLO CTY 2010  Semiannual: Report due June 1 Approved 10M3/2010 Randelle Ripton  [&]
Figure 10

5. The report is in read only mode if it is in “Approved,” “Ready for Regional Review,” or “Ready for HQ Review” status. It is
only editable if the status is “New/Draft” or “Incorrect/Incomplete”.
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v 6. To export/print search results records as displayed to an excel sheet, click on the excel icon located at the top above the query
results.
7.
a) On the View DBE Uniform Report screen, if the DBE report is in status “New/Draft” or “Incorrect/Incomplete”, the edit
option will be available to edit the fields by clicking on the icon with pen design on the top right (see Figure 11).
b) On the View DBE Uniform Report screen, if the DBE report is in status “Ready for Regional Review,” “Ready for HQ
Review,” or “Approved,” the edit icon will not be available.

Main Menu - (Home)
Reci_pien_ts View DBE Uniform Report 0
Applications

Execution Recipient: 1725 - ALASKA DOT Status: New/Draft

Project Management Fiscal Year: 2011 Reporting Period: Semiannual: Report due June 1

Funding Adjustments
Grant Number(s}):
(separated by commas)

& Civil Rights
Bl DBE Reporting 8

& Mew Annual DBE Goal(s):

[ Existing Race Conscious 0 Race Neutral Goal: 0 Overall Goal: 0
Goal:

Figure 11

8. On the View DBE Uniform Report screen, the user may return to the search results page by clicking on the magnifying glass
icon.

9. Onthe View DBE Uniform Report screen, the user may export/print the page with all the fields by clicking on the icon with
the Excel design.

10. There is a log table at the bottom of the View DBE Uniform Report screen with data including the Status of the report, last
updated by, and last updated date.

11. The status lifecycle for completing a DBE reporting includes the following:

New/Draft > Ready for Regional Review > Ready for HQ Review > Approved

Chapter 12 Page: 10
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. R

egional/HQ/Oversight Privileges

Civil Rights Status

1. To browse or update on the civil rights status of a specific recipient, click on the “Civil Rights” option on the Navigational
Menu to trigger the query form (see Figure 12).

Main Menu - (Home)
Recipients
Applications
Execution

Project Management

Funding Adjustments Query Recipients
B Civil Rights

= Civil Rights Status Hame: |

DBE Reporting Recipient ID:

TEAM Administration

Dynamic Query State:

Charter Registration
Static Reports
TEAM Documentation
ARRA Reporting: 1201
[ Help Desk Information

[ Exit

Figure 12
**Note: Oversight users are able to browse but unable edit/update on the civil rights status screen.

2. Query for the desired Recipient by entering in the appropriate query parameters and clicking on the “Submit Query” button.
3. Your query results will replace the query form to the right of the Navigational Menu (see Figure 13).
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Recipient Query Results &

Mai

Recipient Stale  CostCenier

secution 1725 ALASKA DEPARTMENT OF TRANSPORTATION JUNEAU AK 73000
ject Management AND PUBLIC FACILITES
unds Control
unding Adjustments
Rights —
& Civl Faghts Status Recipient IDx {1725
E DBE Reporting Recipient Name: ALASKA DEPARTMENT OF TRANSPORTATION AND PUBLIC FACILITIES
| Existing Address: 3132 CHANNEL DRIVE
m TEAM Administration P 0. Box 112500
ynamic Queny e =
rer Registration |
ic Reports T (a | logen1 | . lsspn |
EAM Documentation -_"IUNEAU - - ) AK J' _!_39301 - f 5;2500 -
& ARRA Reporting: 1201 Phone: 307-465-2883 | Ext |00000 Fax: |907-465-6984
& Help Desk Infarmation ——— . e S ]

Recipient Details

Internet Address: | wwwdotstate.ak us

[ Exit

Figure 13

4. Click on “Civil Rights Status” in the Navigational Menu after selecting the desired record from the query results (see Figure
14).
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Civil Rights Status @!%J @ﬁ] ﬁ

Recipient 1002 GEORGIA DEFT. OF TRANSPORTATION - OFFICE OF INTERMODAL PR
Status Submizzion Approval Expiration

EED Program: Approved v ‘ 11/13/2009 ” 11/13/2009 ” 11/12/2010 |

Title VI Program: Acproved v ‘ 10/2/2008 ” §/2/2010 ” sx1;2n13|

DBE Program: Approved w ‘ 5/30/1559 ” 3/29/2000 ” N/A |

DBE Goals: - v ‘ ” ” |
Cycle Group FY Race Conscious Race Neutral Overall Goals

DBE Goal Yalues:

Goup 1 v| | 2013 w | 14.00 % ” 12.00 % %

Motes:

FY04 [Be Goal 12%, EN=4%, RC=8% FB, FY05 LBE Goal 12%; EN=6%, RC=6% FB
FY09/10 DBE Goal 10.5% EN=10.5% RC=0 FB

Done %J Local inkranet 100% -

Figure 14

The Civil Rights Status window will pop up showing the details about the civil rights status of that Recipient (see Figure 14).
The information can be updated only by Regional or HQ users (Oversight: Read only).
7. Click OK to save when finished.

o o

**Notes:
= EEO Program = Equal Employment Opportunity
= Title VI Program = prohibits discrimination on the basis of race, color, and national origin in programs and
activities receiving Federal financial assistance
=  DBE Program = Disadvantaged Business Enterprise
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= With Recipient privileges, Read-only data maintained in this form can be viewed in the Civil Rights tab of the

View/Modify Recipients screen

= There are three cycle groups depending upon when the organization is associated with FTA and depending upon
that group will dictate when the three-year DBE goal cycle expires

=  The next Fiscal Year (FY) for goals will be available prior to the turn of the coming fiscal year so that those
organizations with goals that are expiring may enter new goals in advance. The new FY will become available

on August 1% of each year.

DBE Reporting

Existing

1. The “New” option is not available for a Regional/HQ/Oversight user under “DBE Reporting” on the Navigational Menu. The
“New” feature is needed for a recipient user to initiate and submit a DBE Civil Rights Report.

2. When browsing for existing DBE report(s), click on the “+” sign next to the “Civil Rights” option on Navigational Menu and
the submenu will be expanded (see Figure 15).

3. Click on the “Existing” option on the Navigational Menu to trigger the DBE Uniform Report Search screen (see Figure 15).

4. The ability to search DBE Civil Rights reports is based on the corresponding region selected from the “Region” drop down

(see Figure 15).

Main Menu - (Home)
Recipients
Applications
Review and Approval
Execution
Project Management
Funds Contral
Funding Adjustments
= Civil Rights

1 Civil Rights Status

& DBE Reporting
[ Existing 3

TEAM Administration
Dynamic Query

DBE Uniform Report Search

0 Region: w

Recipient: |--AII--
Fiscal Year:
Status: |-—AII—— v|
Reporting Period: |--AII-- v|

Report Last Updated Date I:l g
From:
(5 J submit [ Reset [ - ]

o m

Figure 15
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5. Query for the desired results by entering in the appropriate query parameters and clicking on the “Submit” button.
6. To start over or refine search credential, click the “Reset” button and the search page will refresh to its original state (see
Figure 16):

DEE Uniform Report 3sarch Results

Main Menu - (Home)

Recipients 57 Records found satisfying the criteria
Applications Criteria: Fizcal Yaar: 2011 ‘
Review and Approval
EXE_.CUHW Reciplent ::;?l Typ= status mupnm Last Upaated By —
F;cf:];ftﬁ}:g’.:‘:_lgument ActionMet 2011 Semiannual: Report due Incarrectincomplete 10/8/2010  Andrew Sarkar @
Funding Adjustments June 1
B Civil Rights WINSTOMN-SALEM CITY 2011 Semiannual: Report due Approved 10/6/2010  dbeftahqg @@
= Civil Rights Status OF June 1
_ . ALASKADOT 2011 Semiannual: Report due Mew/Draft 10/8/2010 DBERECREG @
= DBE Reporting June 1
[=] Existing ) )
COLUMBIA CITY 2011 Semiannual: Report due Mew/Draft 10M8/2010  testmh |E|
Figure 16

7. The icon with Excel design will export all the records found. For instance, this feature will export/print the 57 records with all
the fields except for Functions. List of fields exported is:
e Recipient
Fiscal Year
Type
Status
Last Updated Date
Last Updated By

8. Atany time, if a change in the search criteria is required, the user can click on the “Back to Search” button at the bottom of the
page (see Figure 17).
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10.
11.
12.
13.

14.

=l Help Uesk Information MASS DOT 2011  Semiannual: Report due Ready for Regional 10/20/2010 margaret &
& Exit June 1 Review griffin
CHICAGO DPW 2011 Semiannual: Report due Approved 10/28/2010 Dwight Sinks @@
June 1
JOHMSOMN RPC 2011 Semiannual: Report due Approved 10/27/2010  Dwight Sinks @@a
June 1
METRA 2011 Semiannual: Report due Approved 10/28/2010 Dwight Sinks @
June 1
WRTA 2011 Semiannual: Report due Mew/Draft 10/29/2010 Dwight Sinks @
June 1
CINCINMNATI 2011 Semiannual Report due Ready for Regional 1292010  Dwight Sinks @@
June 1 Review
123
° Show All Back to Search 8
Figure 17

To have all search records display on one page, simply click on the “Show All” button.

Project reports will be locked by system automatically once reporting period over regardless of the report status.
To unlock a project, simply click on the icon that resembles a lock.

To lock a project, simply click on the icon that resembles an open lock.

To open a record from the query results screen, click on the icon with magnifying glass (see Figure 17).

Types of Status:

“Ready for Regional Review”: Project ready to be reviewed by regional Civil Rights personnel
“Ready for HQ Review” . Project ready to be reviewed by HQ

“Incorrect/Incomplete” : Disapproved by Regional or HQ personnel

“Approved” . Approved by HQ

“New/Draft” : Recipient is modifying the report

c) As aregional Civil Rights user, on the View DBE Uniform Report screen, the edit (icon with pen design) option will
ONLY be available if the DBE report is in status “Ready for Regional Review”(see Figure 18).

d) AsaHQ Civil Rights user, on the View DBE Uniform Report screen, the edit (icon with pen design) option will ONLY be
available if the DBE report is in status “Ready for HQ Review”.
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Main Menu - (Home)
Recipients

Applications

Review and Approval Recipient: 1000 - ALABAMA DOT Status: Ready for Regional Review
Execution

Project Management

View DBE Uniform Report

Fiscal Year: 2010 Reporting Period: Quarterly (ARRA)

Grant Number(s): Quarter; 4

Funds Control (separated by commas)

Funding Adjustments
= Civil Rights Annual DBE Goal(s):
=1 Civil Rights Status
) Race Conscious 0 Race Neutral Goal: 0 Overall Goal: 0
Bl DBE Repaorting Goal:

[=] Existin
sting Awards/iCommitments Made During This Reporting Period:

Figure 18

15. To approve the projects, simply select “Ready for HQ Review” from Status drop-down and “Save” (see Figure 19).
16. To disapprove the projects, simply select “Incorrect/Incomplete” from Status drop-down and “Save” (see Figure 19).

Main Menu - (Home) Edit DBE Uniform Report
Recipients N
Applications = Required, all fields are required except Grant Number

Review and Approval 0 - ALABAMA DOT Status: *
Execution
Project Management Reporting Period: *
Funds Control
Funding Adjustments
= Civil Rights

[ Civil Rights Status

--Select-

Ready for HQ Review
Incorrect/Incomplete

= DBE Reporting
[ Existing

Figure 19
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